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7.5 MAINTENANCE

The two options under the Maintenance menu are Course Level (where test
items, academic and non-academic tests, and questionnaires are created) and
Class Level (where academic tests are assigned to selected classes).

Under Course Level, the first option allows you to develop the test
items for the learning objectives you plan to be taught and tested in the
course. The second option allows you to create test categories under which
you can group tests (e.g., written, leadership, performance). You may
retain or change the default Academic category.

The third and fourth options under Course Level allow you to establish
academic or non-academic test records. The academic tests can be assigned
to students in certain classes (i.e., pending, in session). The non-
academic test records are available to be administered to anyone registered
for the course (for example as a pre- or post-test) at any class status
(pending, in session, graduated, or BNA uploaded). Academic tests are
based upon learning objectives; non-academic tests are not. The fifth
option under Course Level Maintenance allows you to create questionnaires
that are available for administering to students at any class status
(pending, in session, graduated, or BNA uploaded).

Under Class Level, you assign tests, test categories, and test weights
you want for each class. Under this option, you may also create multipart
tests, lock the tests, and print them.

The following steps summarize how to access the options under the
Maintenance menu.

1. Click on the Magnifying Glass icon. The Select an Approved Course
selection list box (Figure 7-01) is displayed.

2. Highlight and select an approved course or double-click the desired
course. The Evaluation Management window (Figure 7-02) opens.

3. Choose the Maintenance option on the menu bar. The Maintenance
drop-down menu (Figure 7-11) is displayed.

Figure 7-11. Maintenance Drop-down Menu

4. Choose the desired option under Course Level or Class Level.
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7.5.1 Course Level - Test Items

This option allows you to add test items for the selected learning
objective or to import test items already developed for your course at the
Working level (through the Curriculum module). Before you begin developing
test items, print out the Learning Objective Worksheet (either by Duty, by
Task, or by LO) for the Working course under Reports of the Curriculum
module. This report displays all the test items already developed for each
TLO and ELO.

If the existing test items are appropriate for your purposes, you may
choose to import them, providing you have not already added test items to
the LO at this level. In this manner, the system prevents you from
creating duplicates. You may edit or delete test items that you have added
or imported.

Test items are associated with specific learning objectives for three
basic types of academic tests (written, scaled credit, and mastery/non-
mastery). The four types of test items that you create for academic tests
are described below:

•  Multiple Choice. This type of test item contains a question or
statement with up to five possible responses, only one of which is
correct. This test item may be selected for use on a Written test.

•  True-False. This test item contains a statement that is either true (A)
or false (B). As an alternative, you may use this test item field to
enter a fill-in-the-blank or short answer test item. For such a test
item, no partial credit is allowed. The correct response would be A and
the incorrect response would be B. This test item may be selected for
use on a Written test.

•  Performance. This test item is used to evaluate a student's performance
of a learning objective without concern for the specific process used
during the performance. The focus is on the product of the performance,
rather than the process. This type of test item might also be used as
an essay question dealing with a single learning objective. This test
item may be selected for use on a Scaled Credit or Mastery/Non-mastery
test.

•  Performance Checklist. This test item is used to evaluate a student's
performance of a learning objective with an emphasis on the process
rather than the product. This type of test item might also be used as
an essay question that must address certain points, each carrying the
same weight. This test item may be selected for use on a Scaled Credit
or Mastery/Non-mastery test.

Note that the test items are subsequently assigned to tests under
Maintenance in this module (Paragraph 7.5.3.3).

HINT: Whenever you wish to review the test items that you have
developed for your course, print out the Learning Objective Worksheet
(either by Duty, by Task, or by LO) for the Approved course under
Reports of the Curriculum module. This report displays all the test
items developed for each TLO and ELO. Reviewing the LOW will help
you ensure that you have included test items for each learning
objective you wish to test. Ensure that your test items are
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comprehensive, accurate, and complete. If additional test items need
to be established, add them before you begin developing any tests.

1. From the Maintenance drop-down menu (Figure 7-11), choose Course
Level. Then choose Test Items. The Test Items for Course
selection list box (Figure 7-12) opens.

Figure 7-12. Test Items for Course

2. Refer to Table 7-03 for an explanation of the data fields. The
selection list box lists every test item added or imported for the
Approved course. This enables you to see at a glance the number
and type of test items already entered for each selected learning
objective.

Table 7-03. Test Items for Course
ITEM DESCRIPTION

Mand Non-editable field designating (if checked) mandatory test
items. Those test items are a required part of any
academic test using the learning objective.

Hold Non-editable field designating (if checked) those test
items that are on hold and currently excluded from being a
part of any test.

LO Non-editable field displaying the designator for each
learning objective in the Approved course to which a test
item has been added. The LO appears in numerical (then
alphabetical) order.

Test Item ID Non-editable field displaying a unique number for each
test item. The Arabic number appears sequentially in the
order that you have added or copied the test items to the
course. The deletion of test items does not readjust the
sequence number (that is, no unique number is re-used).

Item Type Non-editable field displaying the type of test item
(multiple choice, true-false, performance, or performance
checklist).

3. Click on the desired command button. Note that the title bar
identifies the TLO or ELO designator with which you are working.

7.5.1.1 Add

This command allows you to add test items, one at a time, for a highlighted
learning objective. That is, you must complete and save each test item
(multiple choice, true-false, performance, performance checklist) before
adding another. The performance test item type allows you to create a
single performance test item for the learning objective. The performance
checklist test item type allows you to create a sequence of checklist
items, one at a time, that are similar to performance steps under tasks.
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HINT: After adding and importing test items, print out the
Learning Objective Worksheet (either by Duty, by Task, or by LO)
for the Approved course under Reports of the Curriculum module.
This report displays all the test items developed for each TLO and
ELO. Reviewing the LOW will help you ensure that you have included
test items for each learning objective you wish to test.

1. From the Test Items for Course selection list box (Figure 7-12),
click on Add. The Select Learning Objective dialog box (Figure 7-
13) opens.

Figure 7-13. Select Learning Objective

2. Select the desired learning objective from the comprehensive list of
LOs assigned to the course. Note that you can select LOs that may
already have test items based upon them as well as LOs without any
test items. The Select Test Item Type dialog box (Figure 7-14)
opens.

Figure 7-14. Select Test Item Type

3. Choose the appropriate radio button in the dialog box and click on
Proceed. Depending on your choice of radio buttons, choose the
appropriate steps (a, b, or c) below.

a. If you select Multiple Choice or True-False, the Test Item
Creation for LO dialog box (Figure 7-15) opens. Note that the
title bar identifies the TLO or ELO designator with which you
are working. The title bar also identifies the test item type
as Multiple Choice or True-False.
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Figure 7-15. Test Item Creation for LO (Multiple Choice)

(1) Referring to Table 7-04 for an explanation of the data
fields, complete the required information.

Table 7-04. Test Item Creation for LO (Multiple Choice)
ITEM DESCRIPTION PARAMETERS/

FORMAT
Test Item Place to enter the actual multiple choice

or true-false test item. You must
complete this field to save the record.

Up to 65,000
alphanumeric
characters

Test Item ID Sequence number that will be assigned to a test item when
this record is saved. Defaults automatically to next
available Arabic number when adding (or copying) a test
item. The deletion of test items does not readjust the
remaining sequence numbers (each number is unique).

Answer Drop-down list from which you choose the correct response
for a multiple choice (with choices A through E) or true-
false (with A representing True and B representing False)
test item.

Date Last Used Non-editable field displaying the date that this test
item was last used on any test.

Reference Optional entry; generally contains the
authoritative reference for the test item.

Up to 45
alphanumeric
characters

On Hold Setting for a newly created test item that you do not want to
immediately consider for use. If selected, MCAIMS excludes the
test item from any test until you remove the check from this
box by clicking on it.

Mandatory Clicking on this optional setting makes a newly created
test item a required part of any test using the learning
objective.

Combined
Learning
Objective

Non-editable field displaying the combined learning
objective for the TLO or ELO listed in the title bar.

Modified By Non-editable field displaying the User ID of the person
modifying or creating the test item. Appears
automatically when changes are made.

Date Modified Non-editable field displaying the date the test item was
created or last modified.

(2) Click on Save. If you have not entered a test item, you
receive a message advising you that you must enter a test
item prior to saving. Click on OK. Otherwise, MCAIMS
returns you to the Test Items for Course selection list
box.

b. If you select Performance, the Test Item Creation for LO
(Performance Item) dialog box (Figure 7-16) opens. Note that
the title bar identifies the TLO or ELO designator with which
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you are working. The title bar also identifies the test item
type as Performance Item.

Figure 7-16. Test Item Creation for LO (Performance Item)

(1) Click on Performance. The Performance Item Add\Edit memo
text box (Figure 7-17) opens. Note that the title bar
identifies the TLO or ELO designator with which you are
working.

Figure 7-17. Performance Item Add\Edit

(a) Enter the performance item in the memo text box.
Note that this type test item is concerned with the
result, rather than the process. You must make an
entry in this text box in order to save the record.

(b) Click on Save. This returns you to the Test Item
Creation for LO dialog box (Figure 7-16).

(2) Click on Evaluator Instructions and Student Instructions.
A memo text box (similar to Figure 7-17) opens.

(a) Enter appropriate information in the memo text box.

(b) Click on Save. This returns you to the Test Item
Creation for LO (Performance Item) dialog box (Figure
7-16).

(3) Referring to Table 7-05 for an explanation of the data
fields, complete the required information.
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Table 7-05. Test Item Creation for LO (Performance Item)
ITEM DESCRIPTION PARAMETERS/

FORMAT
Combined
Learning
Objective

Non-editable field displaying the combined learning objective
for the TLO or ELO listed in the title bar.

Reference Optional entry; generally contains the
authoritative reference for the test item.

Up to 45
alphanumeric
characters

Date Last
Used

Non-editable field displaying the date that this test item
was last used on any test.

On Hold Setting for a newly created test item that you do not want to
immediately consider for use. If selected, MCAIMS excludes
the test item from any test until you remove the check from
this box by clicking on it.

Modified
By

Non-editable field displaying the User ID of the person
creating or modifying the test item. Appears automatically
when changes are made.

Date
Modified

Non-editable field displaying the date the test item was
created or last modified.

(4) Click on Save. The system returns you to the Test Items
for Course selection list box

c. If you select Performance Checklist, the Test Item Creation for
LO (Performance Checklist) (similar to Figure 7-16) opens.
Note that the title bar identifies the TLO or ELO designator
with which you are working. The title bar also identifies the
test item type as Performance Checklist.

(1) Click on Performance Checklist. The Performance Checklist
for Question dialog box (Figure 7-18) opens.

Figure 7-18. Performance Checklist for Question

(2) Click on Add. The Performance Checklist for Question
dialog box (Figure 7-19) opens for you to enter a sequence
of steps, one step at a time. Note that this type test
item concerns testing the process, rather than the result.
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Figure 7-19. Performance Checklist for Question (Add)

(a) Referring to Table 7-06 for an explanation of the
data fields, enter a checklist item in the memo text
box.

Table 7-06. Performance Checklist for Question (Add)
ITEM DESCRIPTION PARAMETERS/

FORMAT
LO Non-editable field displaying the learning objective on which

the checklist item is based.
Sequence Field displaying the Arabic number assigned to a checklist

item for the learning objective.
Untitled Place to enter a checklist item for the

highlighted learning objective. You must
complete this field to save the record.

Up to 64,000
alphanumeric
characters

(b) Click on Save. The system returns you to the
Performance Checklist for Question (Figure 7-18).

(c) To add multiple checklist items, repeat the previous
process as necessary.

(3) If you wish to edit an existing checklist item (Figure 7-
18), highlight the desired item and click on Edit. A
dialog box (similar to Figure 7-19) opens for you to edit
the item or resequence it. Make the appropriate changes.
Click on Save to return to the Performance Checklist for
Question selection list box.

(4) If you wish to delete checklist item(s), use the multiple
select feature to highlight the desired item(s) and click
on Delete. A message appears to confirm your wish to
delete the checklist item(s). Click on Yes. MCAIMS
deletes the items, resequences them, and returns you to
the Performance Checklist for Question selection list box.

(5) Click on Done. This returns to the Test Item Creation for
LO (Performance Checklist) dialog box (similar to Figure
7-16).

(6) Referring to Table 7-05 (Step b), enter the required
information to complete the performance checklist for the
learning objective.

(7) Click on Save. The system returns you to the Test Items
for Course selection list box.

7.5.1.2 Edit

This command allows you to edit test items for a highlighted learning
objective.
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1. From the Test Items for Course selection list box (Figure 7-12),
highlight the desired Test Item by clicking on it.

2. Click on Edit. The appropriate dialog box opens. Refer to Step a
if you are editing a multiple choice or true-false test item.
Refer to Step b if you are editing a performance test item. Refer
to Step c if you are editing a performance checklist test item.

a. If you select Multiple Choice or True-False, the Test Item
Maintenance for LO dialog box (similar to Figure 7-15) opens.
Note that the title bar identifies the TLO or ELO designator
with which you are working. The title bar also identifies the
test item type as Multiple Choice or True-False.

(1) Referring to Table 7-04 for an explanation of the data
fields, edit the information as needed.

(2) Click on Save. You receive a message inquiring if you
wish to reset the statistical data for this test item.
Click on either Yes or No. If no tests were impacted by
this test item edit, you receive a message so advising
you. Click on OK. If tests were impacted by the edit,
you receive a list of modified or deleted tests. Click on
Print or Quit. The system returns you to the Test Items
for Course selection list box (Figure 7-12).

b. If you select Performance, the Test Item Maintenance for LO
(Performance Item) dialog box (Figure 7-16) opens. Note that
the title bar identifies the TLO or ELO designator with which
you are working. The title bar also identifies the test item
type as Performance Item.

(1) Click on the Performance, Evaluator Instructions, or
Student Instructions command button. The memo text box
(similar to Figure 7-17) opens.

(a) Edit the text for Performance, Evaluator
Instructions, or Student Instructions.

(b) Click on Save. This returns you to the Test Item
Maintenance for LO dialog box (Figure 7-58).

(2) Referring to Table 7-05 for an explanation of the data
fields, edit the information as needed.

(3) Click on Save. You receive a message inquiring if you
wish to reset the statistical data for this test item.
Click on either Yes or No. If no tests were impacted by
this test item edit, you receive a message so advising
you. Click on OK. If tests were impacted by the edit,
you receive a list of modified or deleted tests. Click on
Print or Quit. The system returns you to the Test Items
for Course selection list box (Figure 7-12).

c. If you select Performance Checklist, the Test Item Maintenance
for LO (Performance Checklist) dialog box (similar to Figure 7-
16) opens. Note that the title bar identifies the TLO or ELO
designator with which you are working. The title bar also
identifies the test item type as Performance Checklist.

(1) Click on Performance Checklist. The Performance Checklist
for Question (Figure 7-19) opens.
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(a) Refer to Table 7-06 for an explanation of the data
fields.

(b) If you wish to enter a checklist item for the
highlighted learning objective in the memo text box,
click on Add. The Performance Checklist for Question
dialog box (Figure 7-19) opens.

1 Referring to Table 7-06 for an explanation of
the data fields, enter a checklist item.

2 Click on Save to return to the Performance
Checklist for Question list box.

(c) If you wish to edit an existing checklist item,
highlight the desired item and click on Edit. A
dialog box (similar to Figure 7-19) opens for you to
edit the item or resequence it.

1 Make the appropriate changes.

2 Click on Save to return to the Performance
Checklist for Question selection list box.

(d) If you wish to delete checklist item(s), use the
multiple select feature to highlight the desired
item(s) and click on Delete. A message appears to
confirm your wish to delete the checklist item(s).
Click on Yes. MCAIMS deletes the items, resequences
them, and returns you to the Performance Checklist
for Question selection list box.

(e) Click on Done. This returns to the Test Item
Maintenance for LO (Performance Checklist) dialog box
(similar to Figure 7-16).

(2) Click on the Evaluator Instructions or Student
Instructions command button. The memo text box (similar
to Figure 7-17) opens.

(a) Edit the text for Evaluator Instructions or Student
Instructions.

(b) Click on Save. This returns you to the Test Item
Maintenance for LO dialog box (Figure 7-58).

(3) Referring to Table 7-05 for an explanation of the data
fields, edit the information as needed.

(4) Click on Save. You receive a message inquiring if you
wish to reset the statistical data for this test item.
Click on either Yes or No. If no tests were impacted by
this test item edit, you receive a message so advising
you. Click on OK. If tests were impacted by the edit,
you receive a list of modified or deleted tests. Click on
Print or Quit. The system returns you to the Test Items
for Course selection list box (Figure 7-12).

7.5.1.3 Delete

This command allows you to delete the selected test item from the TLO or
ELO appearing in the title bar. Test items deleted from an unlocked test
will render the test invalid. A test item deleted from version A of a test
will render that test and all alternate test versions invalid. However, a
test item deleted from an alternate test version will render only that test
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version invalid. An invalid test is deleted. Locked tests will not be
affected when a test item is deleted.

1. From the Test Items for Course selection list box (Figure 7-12),
highlight the test item you wish to delete by clicking on it.

2. Click on Delete. A message appears to confirm your wish to delete
this test item and to provide additional information. Note the
effect if this test item is deleted from version A of a test.

3. Click on Yes. If no tests were impacted by this deletion, you
receive a message so advising you. Click on OK. If tests were
impacted by the deletion, you receive a list of modified or deleted
tests. Click on Print or Quit. MCAIMS deletes the record and
returns you to the Test Items for Course selection list box. Note
that the test items are not renumbered.

7.5.1.4 Import

This command allows you to import test item(s) from the Working course if
there are no test items for the given LO in the Approved course. Imported
test items are given unique test item IDs within the Approved course. When
you choose to import test items for a learning objective created in the
Working course, you must import all the test items for that LO. You may
then edit the test items as desired or delete those you do not wish to
retain. Once the import option has been used for a given learning
objective, it cannot be used again.

HINT: After adding and importing test items, print out the
Learning Objective Worksheet (either by Duty, by Task, or by LO)
for the Approved course under Reports of the Curriculum module.
This report displays all the test items developed for each TLO and
ELO. Reviewing the LOW will help you ensure that you have included
test items for each learning objective you wish to test.

1. From the Test Items for Course selection list box (Figure 7-12),
click on Import. The Import Test Item From Working to Locally
Approved Status dialog box (Figure 7-20) opens.

Figure 7-20. Import Test Item From Working to Locally Approved Status

2. Referring to Table 7-07 for an explanation of the data fields,
select the LO from which to import test items.
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Table 7-07. Import Test Item From Working To Locally Approved Status
ITEM DESCRIPTION

Course Selection
LO Non-editable field displaying the list of designators for

each learning objective assigned to this course.
Learning
Objective
Description

Non-editable field displaying the actual learning objective
for the highlighted lo designator.

3. Click on Select. The system imports the test items associated with
the learning objective and returns you to the Test Items for Course
selection list box. Note that you may now preview and edit each
imported test item individually (Paragraph 7.5.1.2) or you may
reprint the LOW for the Approved course so that you may review the
test items globally (Paragraph 6.4.11).

7.5.1.5 View

This command allows you to view a selected test item. The comprehensive
report covers all information entered for this test item (i.e., question,
possible answers, correct answer, reference, date last modified, and by
whom modified). This command is available from within the Approved status.

1. From the Test Items for Course selection list box (Figure 7-12),
highlight the desired test item by clicking on it.

2. Click on View. A view of the report appears.

7.5.2 Course Level - Exam Categories

This option allows you to establish up to three exam categories. You can
retain or change the default Academic category (category 1), and you can
add two additional category titles (categories 2 and 3). However, at least
one category title must exist. Later, under the Class menu option, you can
assign the tests to the appropriate categories (Paragraph 7.5.6) for a
class. Each class may use different categories. Note that MCAIMS
automatically recalculates the GPA and class standing after renaming exam
categories.

1. From the Maintenance drop-down menu (Figure 7-08), choose Course
Level, Exam Categories. If no class exists yet, a message appears
advising you to create a class before choosing this option. Click
on OK. Otherwise, the Exam Category Maintenance for Course
selection list box (Figure 7-21) opens.

Figure 7-21. Exam Category Maintenance for Course
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2. Highlight the desired class and click on Edit. The Edit Exam
Categories for Course/Class dialog box (Figure 7-22) opens.

Figure 7-22. Edit Exam Categories for Course/Class

3. If the category fields contain titles that you do not wish to
retain, click on Clear. You receive a message advising you about
this action and confirming your desire to continue. Click on Yes.
The system removes the current exam category titles, defaults the
Category 1 title to "Academic", and returns you to the Exam
Category Maintenance for Course selection list box.

4. If you wish to add two additional category titles, refer to Table
7-08 for an explanation of the data fields.

Table 7-08. Edit Exam Categories for Course/Class
ITEM DESCRIPTION PARAMETERS/

FORMAT
Category 1 Category title to which all tests for this

class are automatically assigned. You can
change this default title (Academic), but you
cannot delete it

Up to 55
alphanumeric
characters

Category 2 User-defined category title to which tests for
this class can be assigned.

Up to 55
alphanumeric
characters

Category 3 User-defined category title to which tests for
this class can be assigned.

Up to 55
alphanumeric
characters

a. Enter the desired titles.

b. Click on Save. A message appears to provide information and to
confirm your desire to continue. Note that tests previously
assigned to old category titles will be assigned to the
corresponding new category titles or reassigned to the first
category title if category titles are deleted.

c. Click on Continue. The system adds the new categories,
processes the GPAs for the new category names, and returns you
to Exam Category Maintenance for Course selection list box.

7.5.3 Course Level - Master Test - Academic

This option allows you to establish test(s) for your Approved course that
will be subsequently assigned to classes (Paragraph 7.5.6.1). The
functions under this option entail creating and deleting test records,
assigning learning objectives and test items to a highlighted test record
to make it a valid test, creating up to 26 alternate tests of a highlighted
valid test, resequencing test items within a test, and printing draft
instructor or student versions of tests.
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Note that the tests you create under this option are very important.
MCAIMS uses the results of academic tests you administer to compute each
student's GPA and class standing. However, sometimes you may want to
administer and score an academic test (which is based on learning
objectives) and prevent the test score from impacting the student's GPA and
class standing. In those circumstances (e.g., when you administer
preliminary or pop tests), you can clear the test results (Paragraph
7.6.4). However, be sure that you first print the Test Results Report
(Paragraph 7.7.4) before clearing any results.

HINT: To ensure that your tests contain all the test items you wish to
assign to them, print out a draft test. Add any additional test items
to the tests before you assign tests to classes (Paragraph 7.5.6.1).
If the test items do not exist, return to Course Level, Test Items, Add
to establish them (Paragraph 7.5.1.1).

HINT: If test items and learning objectives are deleted as a result of
overwriting or deleting concept cards in the Curriculum module, the
test items will also be removed from any tests that have not been
locked to a class. The system will provide a list of Test IDs that
have been impacted.

1. From the Maintenance drop-down menu (Figure 7-08), choose Course
Level, Master Test, Academic. The Tests for Course selection list
box (Figure 7-23) opens.

Figure 7-23. Tests for Course

2. Refer to Table 7-09 for an explanation of the data fields appearing
in the selection list box.

Table 7-09. Tests for Course
ITEM DESCRIPTION

Test ID Non-editable field displaying the test identifier
of tests added to the course. If different
versions of the test exist, the test ID will
appear repeatedly.

Ver Non-editable field displaying the test version for
the corresponding test.

Test Type Non-editable field displaying the type of test
(i.e., written, mastery/non-mastery, scaled
credit, PFT, or subjective test) for the
corresponding test.
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Test Title Non-editable field displaying the title of the
corresponding test.

Valid or Invalid Test Non-editable field indicating the status of the
highlighted test. The words "Invalid Test"
followed by an explanation indicate that learning
objectives with associated test items have not
been added to a written, mastery/non-mastery, or
scaled-credit test. The words "Valid Test"
indicate that this is either (1) a PFT or
subjective type test or (2) a written,
mastery/non-mastery, or scaled-credit test with at
least one learning objective and at least one
associated test item. A test must be valid before
it can be locked.

3. Click on the desired command button.

7.5.3.1 Add

This command allows you to create test records for the Approved course with
which you are working. After adding a new test record, you should assign
learning objectives and test items to make a written, mastery/non-mastery,
or scaled-credit test valid (Paragraph 7.5.3.3).

However, the PFT and subjective test records you establish here are
only test templates. Under the Scoring menu item (Paragraph 7.6.2), the
PFT test record will accept manual entry of PFT information for each
student, calculate a PFT score, and assign an academic grade to that PFT
score. Under the Scoring menu item, the subjective test record will accept
manual entry of student grades for a manually scored test. The grades for
PFTs and subjective tests are included with other Academic type test in the
calculation of student GPAs.

1. From the Tests for Course selection list box, click on Add. The
Create a Test dialog box (Figure 7-24) opens.

Figure 7-24. Create a Test

2. Referring to Table 7-10 for an explanation of the data fields,
enter the appropriate text and click on the desired radio button.

Table 7-10. Create a Test
ITEM DESCRIPTION

Test ID Unique identifier for each test created. Up to 9
alphanumeric
characters
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ITEM DESCRIPTION
Version Non-editable field displaying that this is version A (a new

test). Subsequent versions can be created only after test
items are added to this test.

Title Title for each test created. You must complete
this field to save the record.

Up to 40
alphanumeric
characters

Test Type
Written Radio button for a written test that may contain multiple

choice or true-false test items or a combination of both.
This is the default choice. Test keys are generated for
Written test.

Note that you can take one of the following three approaches
when scoring this test type:

(1) Electronically scan individual student responses into
MCAIMS via the ScanTools II application. MCAIMS will
automatically score the responses for the entire test to
calculate the student's grade (Paragraph 7.6.1).

(2) Manually enter individual student responses into MCAIMS.
MCAIMS will automatically score the responses for the entire
test to calculate the student's grade (Step 6, Paragraph
7.6.1).

(3) Enter the final score for each student into MCAIMS for
tests you have manually graded. (Step 8, Paragraph 7.6.2).

Mastery/
Non-
Mastery

Radio button for a mastery/non-mastery test to which you may
add one or more performance test items or a single
performance checklist test item containing multiple checklist
steps. This type of test allows you to assign one of two
scores to the student performance on each performance test
item or each performance checklist step. An "A" indicates
mastery (full credit) and a "B" indicates non-mastery (no
credit). Test keys are NOT generated for a Mastery/Non-
Mastery test.

Note that you can take one of the following three approaches
when scoring this test type:

(1) Complete a scan sheet for each student and electronically
scan the individual student responses into MCAIMS.
MCAIMS will automatically score the responses for the
entire test to calculate the student's grade (Paragraph
7.6.1).

(2) Enter individual test item or step results for each
student into MCAIMS. MCAIMS will automatically score the
responses for the entire test to calculate the student's
grade. (Step 6, Paragraph 7.6.2).

(3) Enter the final score for each student into MCAIMS for
tests you have manually graded. (Step 8, Paragraph
7.6.2).
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ITEM DESCRIPTION
Scaled
Credit

Radio button for a scaled credit test to which you may add
one or more performance test items or a single performance
checklist test item containing multiple checklist steps.
This type of test allows you to assign one of five scores to
the student's performance test item or each performance
checklist step, as appropriate. An "A" indicates 100% (full
credit), a "B" indicates the average between A and C (partial
credit), a "C: indicates the percentage set for the
Passing/Max Retest value at the time the Class record was
created (partial credit), a "D" indicates the average between
C and E (partial credit) and an "E" indicates 0% (no credit).
Test keys are NOT generated for a Scaled Credit test.

Note that you can take one of the following three approaches
when scoring this test type:

(1) Complete a scan sheet for each student and electronically
scan the individual student responses into MCAIMS.
MCAIMS will automatically score the responses for the
entire test to calculate the student's grade (Paragraph
7.6.1).

(2) Enter individual test item or step results for each
student into MCAIMS. MCAIMS will automatically score the
responses for the entire test to calculate the student's
grade. (Step 6, Paragraph 7.6.2).

(3) Enter the final score for each student into MCAIMS for
tests you have manually graded. (Step 8, Paragraph
7.6.2).

PFT Radio button for establishing a PFT test template. Note that
no other command buttons are enabled for this type test.
Instead of assigning learning objectives or test items, the
template you establish here accepts manual entry of PFT
information for each student, calculates a PFT score, and
assigns an academic grade to that PFT score under the Scoring
menu item (Step 7, Paragraph 7.6.2). You may use the PFT
Grade Table Editor in this module to establish a relationship
between the minimum PFT score and the minimum passing
academic grade. MCAIMS is distributed with the PFT Grade
Editor defaults set to Marine Corps standard PFT passing
scores and a related academic grade of 80%.

Subjective Radio button for establishing a subjective test template. No
test items are assigned to this test, and no other command
buttons are enabled for this type test. Instead, the
template accepts manual entry of student grades under the
Scoring menu item (Step 7, Paragraph 7.6.2) for a manually
created and scored test. Considered an academic type test
for the purposes of calculating a student's GPA, this field
accommodates miscellaneous academic tests (e.g., matching
columns) that do not fit into other categories (i.e.,
written, master/non-mastery, or scaled credit). A subjective
test can also reflect the individual's affective traits
(e.g., attitudes, values) to which you are assigning a grade
as opposed to the student's intellectual or motor abilities.

3. Click on Save. If the records already exist, you will receive a
message so advising you. Click on OK. Otherwise, the system
returns you to Master Test - Academic dialog box.
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7.5.3.2 Delete

This command allows you to delete a test record from the course record with
which you are working.

1. From the Tests for Course selection list box, highlight the desired
test.

2. Click on Delete. You will receive a message based on one of three
conditions:

•  If the selected test has already been assigned to any classes,
refer to Step 3.

•  If the selected test has not been assigned to any classes yet
and is Version A, refer to Step 4.

•  If the selected test has not been assigned to any classes yet
and is not Version A, refer to Step 5.

3. If the selected test has been assigned to any classes, you are
advised that you must either unassign the test from the class(es)
or lock the test to the class(es) before it can be deleted. Click
on either Print or Quit. Either selection returns you to the Tests
for Course selection list box. The test is retained.

4. If the selected test has not yet been assigned to any classes and
is Version A, you are advised that deleting this version will
delete all versions of the test. Click on Yes. The test is
deleted, along with any alternate versions. The system returns you
to the Master Test - Academic dialog box.

5. If the selected test has not been assigned to any classes yet and
is not Version A, you are asked to confirm your wish to delete the
test. Click on Yes. The test is deleted. Note that deleting a
version other than A does not delete any other alternate version.
The system returns you to the Master Test - Academic dialog box.

7.5.3.3 LO/Test Item

This command allows you to assign learning objectives and test items to the
highlighted Version A written, mastery/non-mastery, or scaled credit test
record. For alternate test versions, you cannot add or delete learning
objectives. However, you can reassign test items to the highlighted test
record, providing you do not increase or decrease the number of test items.

1. From the Tests for Course selection list box, select the desired
written, mastery/non-mastery, or scaled credit test. If you select
Version A of a test, you can add learning objectives and test
items. If you select alternate test versions, you can only re-
assign test items.

2. Click on LO/Test Item. The Learning Objectives for Test dialog box
(Figure 7-25) opens. Note that the title bar identifies the type
of test with which you are working and the test version. If you
selected Version A, all the command buttons will be enabled. If
you selected alternate versions, the Add and Delete buttons are not
enabled.
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Figure 7-25. Learning Objectives for Test

3. Refer to Table 7-11 for an explanation of the data fields.

Table 7-11. Learning Objectives for Test
ITEM DESCRIPTION

Learning
Objectives

Non-editable field displaying the learning objectives
added to this test.

Number of Test
Items

Non-editable field displaying the number of test items
assigned to the corresponding learning objective.

Total Number
of Questions
on This Test

Non-editable field displaying the cumulative total of
questions on the test.

4. Select the desired command button.

7.5.3.3.1 Add

This command allows you to assign learning objectives to Version A of a
test record. Note that test items are associated with specific learning
objectives for three basic types of tests: written, mastery/non-mastery,
and scaled credit. Learning objectives must have associated test items of
the correct type for the selected test type (e.g., if you are working with
a mastery/non-mastery test, you must have a performance or performance
checklist test item available to choose). The number of learning
objectives you may assign to the test depends on the test type, as follows:

•  Assign a single learning objective to a mastery/non-mastery or scaled
credit test record containing a performance checklist test item (which
has multiple checklist steps). A mastery/non-mastery test allows you to
assign one of two scores to the student's performance on each
performance checklist step. A scaled credit test allows you to assign
one of five scores to the student's performance on each performance
checklist step.

•  Assign multiple learning objectives to a mastery/non-mastery or scaled
credit test record containing one or more performance test items. A
mastery/non-mastery test allows you to assign one of two scores to the
student's performance on each performance test item. A scaled credit
test allows you to assign one of five scores to the student's
performance on each performance test item.

•  Assign multiple learning objectives to a written test record. A written
test may consist of multiple choice or true-false test items or a
combination of both.
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HINT: Consider printing out a Learning Objective Worksheet Report for
the Approved course from the Curriculum module. This report will enable
you to view the learning objectives and test items available to be
assigned to each academic test. If additional test items need to be
established, add them (Paragraph 7.5.1.1) before you continue developing
any tests.

HINT: This command allows you to assign learning objectives to Version
A of a test record even if alternate versions of the test exist. When
you add learning objectives to a test that has alternate versions, the
alternate test versions are deleted.

From the Learning Objectives for Test selection list box, click on
Add. If there are no available learning objectives containing test
items of the correct test type for this course, you receive a
message so advising you. Click on OK. Otherwise, the dialog boxes
that appear depend on the type of test with which you are working.

a. If you working with a written test, the Select Learning
Objective selection list box (Figure 7-26) opens.

Figure 7-26. Select Learning Objective

(1) Double-click on each learning objective to which you wish
to associate test items.

(2) Click on Select. The system adds the desired learning
objective(s) and returns you to the Learning Objectives
for Test selection list box.

b. If you are working with a mastery/non-mastery or scaled credit
type test, the Choose Performance Item or Performance Checklist
dialog box (Figure 7-27) opens.

Figure 7-27. Choose Performance Item or Performance Checklist

(1) Choose the appropriate radio button.
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(2) Click on Continue. If there are no available learning
objectives containing test items of the correct type, you
receive a message so advising you. Click on OK to return
to the Learning Objectives for Test dialog box (Figure 7-
25). Otherwise, the Select Learning Objective selection
list box (Figure 7-26) opens. Note that only learning
objectives with the appropriate type of test item for the
type of test created appear in the list. The choices you
make in this box depend on the type of test with which you
are working.

(a) Select the learning objective(s).

1 For a performance type question, double-click
on each learning objective to which you wish to
associate test items.

2 For a performance checklist type question,
double-click on only one learning objective.

(b) Click on Select. The system adds the desired
learning objective(s) and returns you to the Learning
Objectives for Test selection list box.

7.5.3.3.2 Delete

This command allows you to delete a learning objective and its test item(s)
from the Version A test record.

HINT: This command allows you to delete learning objectives from
Version A of a test record even if alternate versions of the test
exist. When you delete learning objectives from a test that has
alternate versions, the alternate test versions are deleted.

1. From the Learning Objectives for Test selection list box, highlight
the desired learning objective.

2. Click on Delete. A message appears to advise you that the
highlighted learning objective and the question(s) based on it will
be deleted from this version and all alternate versions.

3. Click on Yes to confirm your wish to continue. The learning
objective and any test items assigned to it is deleted, and the
system returns you to the Learning Objectives for Test selection
list box.

7.5.3.3.3 Test Items

This command allows you to add appropriate test items to the highlighted
learning objective. The type of test (written, mastery/non-mastery, or
scaled credit) and learning objective with which you are working determines
the type of test items (multiple choice, true-false, performance, or
performance checklist) that you can choose. For example, if you have
chosen a learning objective that has a performance checklist test item
associated with it, you may choose only a single test item of this type.
However, if you have chosen a learning objective that has written or
performance test items associated with it, you may choose multiple test
items. Note that for alternate test versions, you can assign different
test items to the highlighted test record if alternate test items exist for
the LO; however, you cannot increase or decrease the number of test items
for each learning objective.
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HINT: Consider printing out a Learning Objective Worksheet Report
(either by Duty, by Task, or by LO) from the Curriculum module. This
will enable you to view the test items associated with each learning
objective that you can assign to the test.

HINT: This command allows you to add to or delete from the number of
test items associated with a learning objective on Version A of a
test record. When you make changes to the number of test items in a
test record that has alternate versions, the alternate test versions
are deleted.

1. From the Learning Objectives for Test selection list box, highlight
the desired learning objective.

2. Click on Test Items. The sequence of dialog boxes depends on the
type of test with which you are working.

•  Refer to Step a if you are working with a performance checklist
test item.

•  Refer to Step b if you are working with a written or performance
test items.

•  Refer to Step c if you are working with test item(s) for an
alternate test.

a. If you are working with a learning objective with a performance
checklist test item developed for it, the Test (for Checklist)
dialog box (Figure 7-28) opens.

Figure 7-28. Test (for Checklist)

(1) Refer to Table 7-12 for an explanation of the data fields.

Table 7-12. Test (for Checklist)
ITEM DESCRIPTION

LO Non-editable field displaying the designator for the selected
learning objective.

Select Checklist
Test Item Non-editable field displaying the checklist test item

identifier.

(2) If you wish to view a test item, highlight the desired
identifier and click on View Checklist. The View Test
Item Answer memo text box opens and displays the evaluator
and student instructions and performance checklist. Click
on Exit w/o Save to return to the Test dialog box.

(3) Highlight the desired test item and click on Save. A
message flashes "renumbering test items" and the system
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returns you to the Learning Objectives for Test selection
list box.

b. If you are working with a learning objective with written or
performance test items developed for it, the Test dialog box
(Figure 7-29) opens.

Figure 7-29. Test

(1) Refer to Table 7-13 for an explanation of the data fields.

Table 7-13. Test
ITEM DESCRIPTION

LO Non-editable field displaying the designator for the
selected learning objective.

Total
Mandatory

Non-editable field displaying the number of test items
that have been designated a required part of any test
using this learning objective. A mandatory test item is
automatically selected in the selection list below under
User Choice.

Total
Available

Non-editable field displaying the total number of test
items available to be selected for the highlighted
learning objective.

Select
User
Choice

Clicking on this radio button allows you to select the
desired test item(s) in the selection list to the right
under User Choice.

Random Clicking on this radio button allows the system to
select those test items marked as mandatory
automatically. The number of test items the system can
select is based on the number you select under the
Random Number for LO field.

User Choice
Untitled A check in this non-editable field denotes that the

corresponding test item is mandatory for the selected
LO.

Seq Num Non-editable field displaying the sequence number that
the system assigns to the test item on the test.

Test Item Non-editable field displaying the test item identifier.
Random
Number
for LO

Drop-down list box from which you may choose the total
number of test items you want the system to assign to
this learning objective. To access this list box, you
must have selected the Random radio button to the far
left.

(2) To preview a test item, highlight it and click on View
Question. The View Test Item Answer memo text box opens
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and displays the question with the correct response.
Click on Exit w/o Save to return to the Test dialog box.

(3) Highlight the desired test item(s) and click on Save.
Note that any mandatory items are automatically selected.
A message flashes "renumbering test items" and the system
returns you to the Learning Objectives for Test selection
list box.

c. If you are working with an alternate test record, the Test
dialog box (Figure 7-30) opens. Note that all the data fields
are disabled except those under User Choice. This dialog box
enables you to select different test items for the alternate
test, providing alternate test items exist in the list box.
Note that you cannot increase or decrease the number of test
items selected for each learning objective.

Figure 7-30. Test

(1) To preview a test item, highlight it and click on View
Question. The View Test Item Answer memo text box opens
and displays the question with the correct response.
Click on Exit w/o Save to return to the Test dialog box.

(2) Before you can select a new test item, you must first
double-click a selected item to deselect it. Note that
any mandatory items are automatically selected and you
cannot de-select such items.

(3) Double-click the desired test item to select it.

(4) Click on Save. A message flashes "renumbering test items"
and the system returns you to the Learning Objectives for
Test selection list box.

7.5.3.4 Create Alt Test

This command allows you to copy Version A of the desired test to create an
alternate test. You may create alternates for a valid written, mastery/
non-mastery, or scaled-credit test for up to 26 versions of a test.

After creating a copy of Version A, you need to vary it so that it is
no longer an exact duplicate. An alternate can be completed by (1)
selecting different test items for the selected test (refer to Step 2c
above (Paragraph 7.5.3.3.3, Test Items), (2) resequencing test items in the
alternate test (refer to Paragraph 7.5.3.5), or a combination of options
(1) and (2). Note that you cannot increase or decrease the number of test
items for each learning objective.

HINT: Ensure that you create all desired versions of the test
before the test is assigned to a specific class (Paragraph 7.5.6.1)
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and locked (Paragraph 7.5.6.7). If you create other versions after
a test is locked, the new versions will not be available to a
specific class until the test is re-locked. A test cannot be re-
locked until all test scores are cleared. Re-locking a test will
clear all challenged test items. However, if you wish to create
new test versions that will be available for subsequent classes,
you can do so without concern for versions that are already locked.

1. From the Tests for Course selection list box, select Version A of
the desired valid test.

2. Click on Create Alt Test. If the current version is incomplete
(i.e., one or more LOs do not have test items assigned), you
receive a message that the current test version must be complete
prior to creating an alternate version. Click on OK. Otherwise, a
message confirms your wish to create an alternate test version.

3. Click on Yes. The system depicts the update process. Then the
system returns you to the Tests for Course selection list box.
Note that to this point, you have created a duplicate of test
version A. To vary the alternate test, you have two options: You
can resequence the test items or you can select alternate test
items.

7.5.3.5 Reseq Test Items

This command allows you to resequence test items for a valid written,
mastery/non-mastery, or scaled-credit test. When an item is resequenced,
the intervening items are moved up to fill the gap created when the test
item is moved.

1. From the Tests for Course selection list box, select the desired
test.

2. Click on Reseq Test Items. The Resequence Test Items for Test
selection list box (Figure 7-31) opens.

Figure 7-31. Resequence Test Items for Test

3. If you wish to view the currently highlighted test item, click on
View. A memo text box opens with the test item. After viewing the
test item, click on Exit w/o Save to return to the Resequence Test
Items for Test selection list box.

4. Double-click on the sequence number for the test item you wish to
resequence. A drop-down list of numbers appears.

5. Click on the desired sequence number in the drop-down list.

6. Press the [Enter] key on your keyboard to accept the change or
press the [Esc] key to escape the drop-down list.



MCAIMS 32 USER'S MANUAL

Version 4.0 7-33 9/29/03

7. After changing the desired sequence number(s), click on Save. The
system resequences the affected test items (i.e., the number(s) you
changed and number(s) following) and then returns you to the Tests
for Course selection list box.

7.5.3.6 Print Draft

This command allows you to print draft copies of either a student or an
instructor written, mastery/non-mastery, or scaled-credit test. Note that
the answer follows each question in the instructor copy. You may also
print just the answer key. After reviewing the draft test, you can add
additional test items if you so choose.

Although you cannot print a PFT or subjective test, you can print a
PFT Preliminary Report (Paragraph 7.7.7). This report is merely a class
roster in which you can record PFT results. Note that you may print final
versions of tests after tests are assigned and locked to classes (Paragraph
7.5.6.8).

1. From the Tests for Course selection list box, select the desired
written, mastery/non-mastery, or scaled-credit test.

2. Click on Print Draft. The system response depends on the type of
test you are printing.

a. If you are printing a mastery/non-mastery or scaled-credit
test, the test displays.

b. If you are printing a written test, the Print Test dialog box
(Figure 7-32) opens.

Figure 7-32. Print Test

(1) Click on the radio button beside Student Copy or
Instructor Copy. If you choose Instructor Copy, you may
click on the checkbox beside Answers Only if you want to
print only the test key.

(2) Click on Print. A view of the test (or test key) appears.

7.5.4 Course Level - Master Test - Non-Academic

This option allows you to establish non-academic tests and to create test
items for the test(s). Results for non-academic tests are available for
user and historical purposes only, unlike results for academic tests that
are used to compute a student's GPA and class standing. For example, you
can use a non-academic test to track how students perform on pretests or
posttests. Unlike academic tests, non-academic tests are not based on
learning objectives and the test items associated with the learning
objectives. You may create only one version of each non-academic test. A
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non-academic test is not assigned to a specific class but can be used by
any class in the course. It is available for scanning or entering
individual responses under Paragraph 7.6.2. Availability applies to every
class status (pending start, in session, graduated, or BNA uploaded).

1. From the Maintenance drop-down menu (Figure 7-08), choose Course
Level, Master Test, Non-Academic. The Non-Academic Tests for
Course selection list box (Figure 7-33) opens.

Figure 7-33. Non-Academic Tests for Course

2. Refer to Table 7-14 for an explanation of the data fields.

Table 7-14. Non-Academic Tests for Course
ITEM DESCRIPTION

Test ID Non-editable field displaying the test identifier for each
non-academic test created for a course.

Title Non-editable field displaying the test title for the
corresponding highlighted test ID.

Number of
Test Items

Non-editable field displaying the number of test items
assigned to the corresponding highlighted non-academic test.

3. Click on the desired command button.

7.5.4.1 Add

This command allows you to create a new non-academic test.

1. From the Non-Academic Tests for Course selection list box, click on
Add. The Create a Test dialog box (Figure 7-34) opens.

Figure 7-34. Create a Test

2. Referring to Table 7-15 for an explanation of the data fields, add
the appropriate text.
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Table 7-15. Create a Test
ITEM DESCRIPTION PARAMETERS/

FORMAT
Test ID Unique identifier for each test created. Up to 9

alphanumeric
characters

Title Title for each test created. You must complete
this field to save the record.

Up to 50
alphanumeric
characters

3. Click on Save. This returns you to the Non-Academic Tests for
Course selection list box.

7.5.4.2 Delete

This command allows you to delete the highlighted non-academic test from
the course.

1. From the Non-Academic Tests for Course selection list box,
highlight the desired test.

2. Click on Delete. A message appears to confirm your intent.

3. Click on Yes. The test is deleted and the system returns you to
the Non-Academic Tests for Course selection list box.

7.5.4.3 Copy

This command allows you to copy non-academic tests from another Approved or
Submitted course to this course.

1. From the Non-Academic Tests for Course selection list box, click on
Copy. If no non-academic tests exist in other courses, you receive
a message so advising you. Click on OK. Otherwise, the Select
Course/Non-Academic Test selection list box (Figure 7-35) opens.

Figure 7-35. Select Course/Non-Academic Test

2. Highlight the desired test ID and click on Select. If a test with
the same name exists, you are prompted to overwrite the existing
test. Otherwise, a message appears to confirm your wish to copy
the non-academic test.

3. Click on Yes. The test is copied, and the system returns you to
the Non-Academic Tests for Course selection list box.
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7.5.4.4 Test Items

This command allows you to create test items for this test.

1. From the Non-Academic Tests for Course selection list box,
highlight the desired test.

2. Click on Test Items. The Test Items Assigned to Test selection
list box (Figure 7-36) opens.

Figure 7-36. Test Items Assigned to Test

3. Click on the desired command button.

7.5.4.4.1 Add

This command allows you to add a new test item.

1. From the Test Items Assigned to Test selection list box, click on
Add. The Create a Test Item dialog box (Figure 7-37) opens.

Figure 7-37. Create a Test Item

2. Referring to Table 7-16 for an explanation of the data fields,
create a test item (e.g., multiple choice).

Table 7-16. Create a Test Item
ITEM DESCRIPTION PARAMETERS/

FORMAT
Sequence Sequence number assigned to each test item created. Defaults

automatically to the next Arabic number when adding another
item.

Test Item Place to enter the actual short answer test
item or question (e.g., a multiple choice
question). You must complete this field to
save the record.

Up to 64,000
alphanumeric
characters
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ITEM DESCRIPTION PARAMETERS/
FORMAT

Answer A drop-down list (A to E) from which you designate the
correct answer for this test item. Defaults to A unless you
change it.

3. Click on Save. This returns you to the Test Items Assigned to Test
selection list box.

7.5.4.4.2 Edit

This command allows you to edit a selected test item.

1. From the Test Items Assigned to Test selection list box, highlight
the desired test item.

2. Click on Edit. The Edit Question Number for Test dialog box
(similar to Figure 7-36) opens.

3. Referring to Table 7-16 for an explanation of the data fields, edit
the test item or resequence the test items.

4. Click on Save. This returns you to the Test Items Assigned to Test
selection list box.

7.5.4.4.3 Delete

This command allows you to delete a selected test item.

1. From the Test Items Assigned to Test selection list box, highlight
the desired test item.

2. Click on Delete. A message appears to confirm your wish to
continue.

3. Click on Yes. The test item is deleted. The system returns you to
the Test Items Assigned to Test selection list box. Note that the
test items will be re-sequenced.

7.5.4.5 Print

This command allows you to print either a student copy or an instructor
copy of a non-academic test. Note that the instructor copy has the answer
following each question. You may also print just the answer key.

1. From the Non-Academic Tests for Course selection list box, select
the desired non-academic test.

2. Click on Print. The Print Test dialog box (Figure 7-38) opens.
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Figure 7-38. Print Test

3. Click on the radio button beside Student Copy or Instructor Copy.
If you choose Instructor Copy, you may click on the checkbox beside
Answers Only if you want to print only the test key.

4. Click on Print. The Preview/Print Report dialog box (Figure 7-39)
opens.

Figure 7-39. Preview/Print Report

5. Referring to Table 7-17, complete the required information.

Table 7-17. Preview/Print Report
ITEM DESCRIPTION PARAMETERS/

FORMAT
Preview/
Print
Report

Check this radio button if you wish to preview or print the
report. Then proceed to step 6.

Save
report as
a text
file

Check this radio button if you wish to save the report as a
text file.

Lines If you selected Save report as a text file,
enter the number of lines per page to be used
when saving the report(s).

Up to 2
digits; 40
is the
default

Name
(Untitled)

If you selected Save report as a text file,
enter the file name(s) to be used when saving
the report(s). You must complete this field to
save the record. Note that the Browse button
to the right is enabled.

Up to 30
alphanumeric
characters

a. If you selected Save report as a text file, you may click on
Browse to view other text files titles saved. The Save As
dialog box opens.
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b. Enter a file name and click on OK or click on Cancel to return
to the Preview/Print dialog box. If you entered a file name,
the name appears in the Name field.

6. Click on Continue.

a. If you selected Preview/Print Report, the report opens.

b. If you selected Save report as a text file, the system saves
the file and returns you to the Non-Academic Tests for Course
selection list box.

7.5.5 Course Level - Questionnaire

This option allows you to establish questionnaires and to create questions
for the questionnaires. Results for questionnaires are available for user
and historical purposes and have no impact on a student's GPA and class
standing. For example, you can use a questionnaire to conduct a survey or
course evaluation. Although a questionnaire is not assigned to a specific
class, it is available for scanning or entering individual responses under
Paragraph 7.6.2. Availability applies to every class status in the course
(pending start, in session, graduated, or BNA uploaded).

1. From the Maintenance drop-down menu (Figure 7-11), choose Course
Level. Choose Questionnaire. The Questionnaires for Course
selection list box (Figure 7-40) opens.

Figure 7-40. Questionnaires for Course

2. Refer to Table 7-18 for an explanation of the data fields appearing
in the selection list box.

Table 7-18. Questionnaire for Course
ITEM DESCRIPTION

Questionnaire
ID

Non-editable field displaying (by questionnaire
identifier) all the questionnaires created for the course
identified above.

Title Non-editable field displaying the questionnaire title for
the highlighted questionnaire ID.

Number of
Questions

Non-editable field displaying the number of questions
contained in the highlighted questionnaire.

3. Click on the desired command button.

7.5.5.1 Add

This command allows you to create a new questionnaire.
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1. From the Questionnaire for Course selection list box (Figure 7-40),
click on Add. The Create a Questionnaire dialog box (Figure 7-41)
opens.

Figure 7-41. Create a Questionnaire

2. Referring to Table 7-19 for an explanation of the data fields, add
the appropriate text.

Table 7-19. Create a Questionnaire
ITEM DESCRIPTION PARAMETERS/

FORMAT
Questionnaire
ID

Unique identifier for each questionnaire
created.

Up to 9
alphanumeric
characters

Title Title for each questionnaire created. You
must complete this field to save the record.

Up to 50
alphanumeric
characters

3. Click on Save. This returns you to the Questionnaire for Course
selection list box.

7.5.5.2 Delete

This command allows you to delete the highlighted questionnaire from the
course.

1. From the Questionnaire for Course selection list box (Figure 7-40),
highlight the desired questionnaire.

2. Click on Delete. A message appears to confirm your intent.

3. Click on Yes. The questionnaire is deleted and the system returns
you to the Questionnaire for Course selection list box.

7.5.5.3 Copy

This command allows you to copy a questionnaire from another Approved or
Submitted course to the selected course.

1. From the Questionnaire for Course selection list box (Figure 7-40),
click on Copy. If no questionnaire exists in other courses, you
receive a message so advising you. Click on OK. Otherwise, the
Select Course/Questionnaire selection list box (Figure 7-42) opens.
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Figure 7-42. Select Course/Questionnaire

2. Highlight the desired questionnaire and click on Select. If a
questionnaire with the same name exists, you are prompted to
overwrite the existing questionnaire. Otherwise, a message appears
to confirm your wish to copy the questionnaire.

3. Click on Yes. The questionnaire is copied, and the system returns
you to the Questionnaire for Course selection list box.

7.5.5.4 Questions

This command allows you to create questions for the highlighted
questionnaire.

1. From the Questionnaire for Course selection list box (Figure 7-40),
highlight the desired questionnaire.

2. Click on Questions. The Questions Assigned to Questionnaire
selection list box (Figure 7-43) opens.

Figure 7-43. Questions Assigned to Questionnaire

3. Click on the desired command button.

7.5.5.4.1 Add

This command allows you to add a new question to the questionnaire.

1. From the Questions Assigned to Questionnaire selection list box
(Figure 7-43), click on Add. The Create a Question dialog box
(Figure 7-44) opens.
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Figure 7-44. Create a Question

2. Referring to Table 7-20 for an explanation of the data fields,
create a test item.

Table 7-20. Create a Question
ITEM DESCRIPTION PARAMETERS/

FORMAT
Sequence Sequence number assigned to each question created. Defaults

automatically to the next Arabic number when adding another
question.

Question The actual question. You must complete this
field to save the record.

Up to 64,000
alphanumeric
characters

Answer Non-editable field. You cannot indicate a preferred response
in this field because there is no "correct" answer to be
scored. Individual responses are scanned or entered from the
bubble sheets with no bias given to each response.

3. Click on Save. This returns you to the Questions Assigned to
Questionnaire selection list box.

7.5.5.4.2 Edit

This command allows you to edit a selected question.

1. From the Questions Assigned to Questionnaire selection list box
(Figure 7-43), highlight the desired question.

2. Click on Edit. The Edit Question Number for Questionnaire Number
dialog box (similar to Figure 7-44) opens.

3. Referring to Table 7-20 for an explanation of the data fields, edit
the question.

4. Click on Save. This returns you to the Questions Assigned to
Questionnaire selection list box.

7.5.5.4.3 Delete

This command allows you to delete a selected test item.

1. From the Questions Assigned to Questionnaire selection list box
(Figure 7-43), highlight the desired question.

2. Click on Delete. A message appears to confirm your wish to
continue.

3. Click on Yes. The question is deleted. The system returns you to
the Questions Assigned to Questionnaire selection list box.
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7.5.5.5 Print

This command allows you to print either a student copy or instructor copy
of a questionnaire. Note that the instructor copy has the answer following
each question.

1. From the Questionnaire for Course selection list box (Figure 7-40),
highlight the desired questionnaire.

2. Click on Print. The Preview/Print Report dialog box (Figure 7-45)
opens.

Figure 7-45. Preview/Print Report

3. Referring to Table 7-21, complete the required information.

Table 7-21. Preview/Print Report
ITEM DESCRIPTION PARAMETERS/

FORMAT
Preview/Print
Report

Check this radio button if you wish to preview or print
the report. Then proceed to step 4.

Save report
as a text
file

Check this radio button if you wish to save the report as
a text file.

Lines If you selected Save report as a text file,
enter the number of lines per page to be
used when saving the report(s).

Up to 2
digits; 40
is the
default

Name
(Untitled)

If you selected Save report as a text file,
enter the file name(s) to be used when
saving the report(s). You must complete
this field to save the record. Note that
the Browse button to the right is enabled.

Up to 30
alphanumeric
characters

a. If you selected Save report as a text file, you may click on
Browse to view other text files titles saved. The Save As
dialog box opens.

b. Enter a file name and click on OK or click on Cancel to return
to the Preview/Print dialog box. If you entered a file name,
the name appears in the Name field.

4. Click on Continue.

a. If you selected Preview/Print Report, the report opens.

b. If you selected Save report as a text file, the system saves
the file and returns you to the Questionnaire for Course
selection list box.
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7.5.6 Class Level

This option allows you to access tests created for a course, to assign
tests to a specific class, and to maintain selected tests.

HINT: Postpone assigning weights to the tests you assign to your
class until you are sure all the appropriate tests exist.
Otherwise, you must readjust the percentages each time you assign
or unassign a test.

1. From the Maintenance drop-down menu (Figure 7-08), choose Class
Level. The Select Class selection list box (Figure 7-46) opens
with a list of classes.

Figure 7-46. Select Class

2. Highlight the desired class (usually a pending class or class in
session) and click on Select or double-click the desired class.
The Tests Assigned to Class selection list box (Figure 7-47) opens
with a list of any tests already assigned to the class. Note that
the buttons that are enabled depend on the type class selected.

Figure 7-47. Tests Assigned to Class

3. Refer to Table 7-22 for an explanation of the data fields.

Table 7-22. Tests Assigned to Class
ITEM DESCRIPTION

Test ID Non-editable field displaying the test identifier.
Test Type Non-editable field displaying the test type (i.e.,

multiple part, mastery/non-mastery, scaled credit,
subjective, or written) for the corresponding test.

Lock Date Non-editable field displaying the date the test was
locked, if appropriate.

Title Non-editable field displaying the title of the
highlighted test.
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Category Non-editable field displaying the category of the
highlighted test, if assigned. The default is Academic.

Weight Non-editable field displaying the weight of the
highlighted test. The default is Equal.

4. Click on the desired command button.

7.5.6.1 Assign

This command allows you to assign valid academic tests and PFTs created for
the course to the selected class. Note that you cannot assign non-academic
tests or questionnaires because they are automatically available to every
class in the course.

When you assign tests to an In Session class, the system initiates two
calculations:

•  GPA for everyone except those who have previously been
individually dropped or graduated.

•  Class standings for everyone except those who have previously
been individually dropped.

1. From the Tests Assigned to Class selection list box (Figure 7-47),
click on Assign. The Tests Available for Course selection list box
(Figure 7-48) opens. Note that tests already assigned to the class
will not appear in the selection list box.

Figure 7-48. Tests Available for Course

2. Using the multiple select feature, mark the test(s) that you wish
to assign to the class and click on Select. The system adds the
test(s) to the class and returns you to the Tests Assigned to Class
selection list box (Figure 7-47).

7.5.6.2 Unassign

This command allows you to remove an unscored test from the selected class.
The removed test is returned to the course level where it remains available
to re-assign to a class in the future. If a test version has already been
scored for a class with students in session, you must first clear all
student scores before you can unassign the test. Test scores for students
who have been dropped or individually graduated will not affect the
Unassign function. Note that you can unassign any test type from this
selection list box except a multipart test. A multipart test is maintained
under the Multipart Test Maintenance selection list box (Paragraph
7.5.6.3.2).

When you unassign a test from an In Session class, the system
initiates two calculations:
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•  GPA for everyone except those who have previously been
individually dropped or graduated.

•  Class standings for everyone except those who have previously
been individually dropped.

1. From the Tests Assigned to Class selection list box (Figure 7-47),
select the desired test.

2. Click on Unassign. The response you receive depends on whether the
test has a version that has already been scored.

a. If a test version has already been scored, you receive an
advisory message. Click on OK. The system returns you to the
Tests Assigned to Class selection list box.

b. If a test version has not been scored, you receive a message
asking you to confirm your intention. Click on Yes. If the
test you are unassigning already had a weight assigned it, the
Assign Weight to Test dialog box (Figure 7-60) opens for you to
readjust the weights for the remaining tests (Paragraph
7.5.6.6). Otherwise, the system removes the test from the
dialog box and returns you to the Tests Assigned to Class
selection list box).

7.5.6.3 Multipart

This command allows you to create and maintain a multiple part test. Such
a test is actually any combination of two or more individual tests. A
multipart test allows a single academic grade to be used in the calculation
of the student GPA-Class Standing. Each of the tests comprising the
multipart test may be the same or different test types (e.g., a
mastery/non-mastery and written test). If you want each component test to
be associated with a category, assign each test to a category before you
assign the test to the multipart test. Note that each part of a multipart
test can carry a percentage of the total weights assigned to the combined
test. Refer to Paragraph 7.6.2 for information about scoring a multipart
test.

MCAIMS automatically recalculates the GPA and class standing after the
following processes:

•  Assigning individual tests to a multipart test

•  Assigning or modifying weights on a multipart test

•  Unassigning parts of a multipart test

HINT: Before you create a multipart test, be sure to assign
every test in the course that you wish to add to the class. Then
assign the desired category to each test that will be a component
of the multipart test. If you need to change the category for
any test within a multipart test, you must unassign the test,
choose a category, and then re-assign the individual test to the
multipart test.

HINT: Select the Set to Equal button if you think you may assign
additional tests to the multipart test. If you postpone
assigning weights to each component test until you are sure all
the appropriate tests have been assigned to the multipart test,
you do not have to readjust the percentages each time you assign
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or unassign a test.

HINT: Only tests that have not been scored are available to add
to a multipart test.

1. From the Tests Assigned to Class selection list box (Figure 7-47),
click on Multipart. The Multipart Test Maintenance dialog box
(Figure 7-49) opens.

Figure 7-49. Multipart Test Maintenance

2. Refer to Table 7-23 for an explanation of the data fields.

Table 7-23. Multipart Test Maintenance
ITEM DESCRIPTION PARAMETERS/

FORMAT
Test ID Non-editable field displaying the test

identifier for any multipart tests for this
class.

Up to 65,000
alphanumeric
characters

Title Non-editable field displaying the title for the
corresponding multipart test.

3. Click on the desired command button.

7.5.6.3.1 Create

This command allows you to create a multipart test.

When you create a multipart test for an In Session class, the system
initiates two calculations:

•  GPA for everyone except those who have previously been
individually dropped or graduated.

•  Class standings for everyone except those who have previously
been individually dropped.

1. From the Multipart Test Maintenance dialog box (Figure 7-49), click
on Create. If only one test is available to be assigned to this
type test, you receive a message advising you that at least two
tests are required. Click on OK. Otherwise, the Create Multipart
Test dialog box (Figure 7-50) opens.
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Figure 7-50. Create Multipart Test

2. Referring to Table 7-24 for an explanation of the data fields, add
the appropriate text.

Table 7-24. Create Multipart Test
ITEM DESCRIPTION PARAMETERS/

FORMAT

Test ID Unique identifier for each multipart test
created.

Up to 9
alphanumeric
characters

Title Title for each multipart test created. You must
complete this field to save the record.

Up to 50
alphanumeric
characters

3. Click on Continue. The Tests Available for Course selection list
box (Figure 7-51) opens.

Figure 7-51. Tests Available for Course

4. Using the multiple select feature, mark at least two tests and
click on Save. This returns you to the Multipart Test Maintenance
selection list box.

7.5.6.3.2 Maintenance

This command allows you to assign and unassign component tests and to
establish weights for each component test within a multipart test.

1. From the Multipart Test Maintenance dialog box (Figure 7-49),
select the desired MP test.

2. Click on Maintenance. The Multipart Test Maintenance dialog box
(Figure 7-52) opens.
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Figure 7-52. Multipart Test Maintenance

3. Refer to Table 7-25 for an explanation of the data fields.

Table 7-25. Multipart Test Maintenance
ITEM DESCRIPTION

Test ID Non-editable field displaying the test identifier for the
component tests comprising this multipart test.

Test Type Non-editable field displaying the test type for the
corresponding component test.

Title Non-editable field displaying the title for the
corresponding component test.

Category Non-editable field displaying the category for the
highlighted component test.

Weight Non-editable field displaying the weight for the highlighted
component test.

4. Click on the desired command button.

7.5.6.3.2.1 Assign

This command allows you to assign additional component tests to the
selected multipart test. Note that at least two component tests must be
added to this type test when it is established.

When you assign a test to an existing multipart test for an in session
class, the system initiates two calculations:

•  GPA for everyone except those who have previously been
individually dropped or graduated.

•  Class standings for everyone except those who have previously
been individually dropped.

1. From the Multipart Test Maintenance selection list box (7-49),
click on Assign. If no test is available to be assigned to this
type test, you receive a message so advising you. Click on OK.
Otherwise, the Tests Available for Course selection list box
(Figure 7-53) opens.
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Figure 7-53. Tests Available for Course

2. Highlight and select any additional test(s) that you wish to assign
to the multipart test.

•  If the existing components are equally weighted, the system adds
the test(s) to the multipart test and returns to the Multipart
Test Maintenance selection list box.

•  If the existing components are unequally weighted, the system
adds the test(s) to the multipart test and opens the Assign
Weight to Multiple Part Tests selection list box (Figure 7-54).

Figure 7-54. Assign Weight to Multiple Part Tests

HINT: If you add another component test after assigning
weights, you must again readjust the test weights as
appropriate so that all test weights equal 100 percent. Wait
until you have finished assigning all component tests to the
multipart test before you vary test weights.

a. Assign weight to the added test.

(1) If you wish every test to be equally weighted, click on
Set to Equal. A message appears to confirm your
intention. Click on Yes. The weights are changed to
zero, signifying all tests are equally weighted.

(2) Referring to Table 7-26, readjust the weight of each test
as appropriate.

Table 7-26. Assign Weight to Multiple Part Tests
ITEM DESCRIPTION PARAMETERS/

FORMAT
Test ID Non-editable field displaying the test identifier for each

component test assigned to this multipart test.
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ITEM DESCRIPTION PARAMETERS/
FORMAT

Weight Double-click in this column beside the desired
Test ID. Enter a numeric value on the numeric
keypad and press [Enter] on your keyboard. Use
the arrow keys to proceed to the next weight
you need to change; double-click in the desired
field to select it. The total weight of every
test in the list must equal 100 percent.

Up to 3
digits to
the left; 2
to the right

b. Click on Save. MCAIMS returns you to the Tests Assigned to
Class selection list box (Figure 7-10).

7.5.6.3.2.2 Unassign

This command allows you to remove the component tests from the multipart
test. The removed component tests will then become individual tests re-
assigned to the class. When the multipart test has only two component
tests, the multipart test itself is automatically deleted when you unassign
one of the two remaining tests.

When you remove component tests from a multipart test for an in
session class, the system initiates two calculations:

•  GPA for everyone except those who have previously been
individually dropped or graduated.

•  Class standings for everyone except those who have previously
been individually dropped.

1. From the Multipart Test Maintenance selection list box (Figure 7-
49), select the multipart test and click on Unassign. A message
appears to confirm your intent to continue.

2. Click on Yes.

a. If the multipart test has three or more component tests and you
leave at least two component tests assigned to it, the system
re-assigns to the class the unassigned component test(s) as
individual test(s) and retains the multipart test in the
Multipart Test Maintenance selection list box.

(1) If the existing components are equally weighted, the
system removes the test(s) from the multipart test and
returns to the Multipart Test Maintenance selection list
box.

(2) If the existing components are unequally weighted, the
system removes the test(s) from the multipart test and
opens the Assign Weight to Multiple Part Tests selection
list box (Figure 7-55).
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Figure 7-55. Assign Weight to Multiple Part Tests

(a) Assign weight to the remaining test.

1 If you wish every test to be equally weighted,
click on Set to Equal. A message appears to
confirm your intention. Click on Yes. The
weights are changed to zero, signifying all
tests are equally weighted.

2 Referring to Table 7-27, readjust the weight of
each test as appropriate.

Table 7-27. Assign Weight to Multiple Part Tests
ITEM DESCRIPTION PARAMETERS/

FORMAT
Test ID Non-editable field displaying the test

identifier for each component test assigned to
this multipart test.

Up to 65,000
alphanumeric
characters

Weight Double-click in this column beside the desired
Test ID. Enter a numeric value on the numeric
keypad and press [Enter] on your keyboard. Use
the arrow keys to proceed to the next weight
you need to change; double-click in the desired
field to select it. The total weight of every
test in the list must equal 100 percent.

Up to 3
digits to
the left; 2
to the right

(3) Click on Save. The Assign Weight to Tests dialog box
(Figure 7-56) opens.

Figure 7-56. Assign Weight to Tests

(4) Referring to Table 7-27, readjust the weight of each test
as appropriate.

(5) Click on Save. MCAIMS returns you to the Tests Assigned
to Class selection list box (Figure 7-47).
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b. If the multipart test has only two component tests, the
component tests will then become individual tests re-assigned
to the class (Figure 7-47) and the multipart test itself is
automatically deleted. A message appears to so advise you.

(1) Click on Yes to continue. The system re-assigns to the
class the unassigned component test(s) as individual
test(s) and deletes the multipart test.

(2) Click on Done. The Assign Weight to Tests dialog box
(Figure 7-) opens.

(3) Referring to Table 7-24, readjust the weight of each test
as appropriate.

(4) Click on Save. MCAIMS returns you to the Tests Assigned
to Class selection list box (Figure 7-47).

7.5.6.3.2.3 Weights

This command allows you to assign weights to the parts of a multipart test.
Each component test can be weighted equally or the tests can be assigned
varied weights. The weight for all tests/exams comprising the multipart
test must equal 100 percent. For example, three component tests within a
multipart test might be weighted 40, 30, and 30 percent (for a total of 100
percent). Note that the multipart test itself will also be weighted in
relation to other tests in the class (Paragraph 7.5.6.6). In effect,
assigning tests to a multipart test and varying the weight of the multipart
test in relation to other tests allows you much flexibility in computing a
student's GPA and class standing.

When you change the test weights for parts of a multipart test
assigned to an in session class, the system initiates two calculations:

•  GPA for everyone except those who have previously been
individually dropped or graduated.

•  Class standings for everyone except those who have previously
been individually dropped.

1. From the Multipart Test Maintenance selection list box (Figure 7-
52), click on Weights. The Assign Weight to Multiple Part Tests
selection list box (Figure 7-57) opens with a list of all component
tests assigned to the multipart test. If weights had been assigned
to the component tests before they were assigned to the multipart
test, the weights will need to be adjusted. If no weights had been
assigned to the component tests before they were assigned to the
multipart test, the weights will be 0.00, signifying equal weights.
You may need to vary the weights for the tests.

•  If you wish to make all test values equal, refer to Step 2.

•  If you wish to assign weights, refer to Step 3.
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Figure 7-57. Assign Weight to Multiple Part Tests

2. Click on Set to Equal. A message appears to confirm your
intention. Click on Yes. The weights are changed to zero,
signifying all tests are equally weighted.

3. Referring to Table 7-28, vary the weight of each test so that the
cumulative weights equal 100 percent.

Table 7-28. Assign Weight to Multiple Part Tests
ITEM DESCRIPTION PARAMETERS/

FORMAT
Test ID Non-editable field displaying the test identifier for each

component test assigned to this multipart test.
Weight Double-click in this column beside the desired

Test ID. Enter a numeric value on the numeric
keypad and press [Enter] on your keyboard. If
you wish to enter number(s) to the right of the
decimal point (e.g., 10.5), you must type 10,
press the decimal point key on the numeric
keypad (ensuring the Numloc is active), and
type 5. Press [Enter] on your keyboard. Use
the arrow keys to proceed to the next weight
you need to change; double-click in the desired
field to select it. The total weight of every
test in the list must equal 100 percent.

Up to 3
digits to
the left; 2
to the right

4. Click on Save. This returns you to the Tests Assigned to Class
selection list box.

7.5.6.4 Import

This command allows you to import copies of tests (including multipart
tests) from another class if no other tests have been assigned to this
class. If test items were challenged in the class from which the tests
were imported, those test items will retain the challenge in the class to
which they are imported. After tests are imported, print out an
instructor's copy of all tests produced. This copy will be annotated as to
those test items that have been challenged.

The scores of any tests that were previously taken by students before
they were re-assigned to the current class will also be imported, providing
the Test IDs match. The test scores will appear on the Academic Tab of the
re-assigned student’s record.

When you import tests from another In Session class, the system
initiates two calculations:

•  GPA for everyone except those who have previously been
individually dropped or graduated.
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•  Class standings for everyone except those who have previously
been individually dropped.

1. From the Tests Assigned to Class selection list box (Figure 7-47),
click on Import. If there are no classes available with tests
assigned, you will receive a message so advising you. Click on OK
to return to the Tests Assigned to Class selection list box.
Otherwise, the Import All Tests selection list box (Figure 7-58)
opens.

Figure 7-58. Import All Tests

2. Referring to Table 7-29 for an explanation of the data fields,
highlight the desired test.

Table 7-29. Import All Tests
ITEM DESCRIPTION

From Class From the drop-down list, select the class from which you
wish to copy tests. Note that the list of tests that
displays below changes according to the class selected.

Class
Status

Non-editable field displaying the status of the class
selected in the drop-down list above (e.g., In Session,
Graduated).

Class Title Non-editable field displaying the title of the class
selected in the drop-down list above.

Test ID Non-editable field displaying the identifier for each test
in the list of available tests to be copied.

Test Title Non-editable field displaying the title of each test in the
list of available tests to be copied.

Test Type Non-editable field displaying the test type for each test
in the list of available tests to be copied.

3. Click on Copy. MCAIMS copies the desired test and returns you to
the Import All Tests dialog box.

7.5.6.5 Category

This command allows you to assign tests from the default (Academic)
category to any other exam category that may have been created under the
Maintenance - Course Level - Exam Categories option (Paragraph 7.5.2). Be
sure to assign a category to any test you intend to assign to a multipart
test before you assign that test to a multipart test.

When you change test categories for an in session class, the system
initiates two calculations:

•  GPA for everyone except those who have previously been
individually dropped or graduated.
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•  Class standings for everyone except those who have previously
been individually dropped.

1. From the Tests Assigned to Class selection list box (Figure 7-47),
highlight the desired test.

2. Click on Category. The Choose a Category dialog box (Figure 7-59)
opens.

Figure 7-59. Choose a Category

3. Referring to Table 7-30, select the desired radio button.

Table 7-30. Choose a Category
ITEM DESCRIPTION

Choose
Category

Academic is the default category (which can be changed).
Establish the other two categories under Course Level -
Exam Categories (Paragraph 7.5.2).

4. Click on Save. This returns you to Tests Assigned to Class
selection list box. Note that the new category is reflected in the
Category field of the dialog box. The category for a multipart
test is designated N/A. You can determine the categories selected
for component tests under the Multipart Test Maintenance selection
list box (Figure 7-49).

7.5.6.6 Weight

This command allows you to assign weights to tests. All tests for a class
can be weighted equally or the tests can be assigned varied weights, but
the total weight of all tests for the class must equal 100 percent. Note
that a multipart test is weighted along with other test types. For
example, you might have a written test weighted at 40 percent, a PFT
weighted at 35 percent, and a multipart test weighted at 25 percent. In
addition, the component tests within a multipart test are also weighted,
providing increased flexibility (Paragraph 7.5.6.3.2.3). For example,
three component tests within a multipart test might be weighted 40, 30, and
30 percent (for a total of 100 percent). In effect, assigning tests to a
multipart test and varying the weight of the multipart test in relation to
other tests allows you much flexibility in computing a student's GPA and
class standing. Print out a copy of the Test Weight Report (Paragraph
7.7.12) to review the weights you have assigned to each test.

Note that MCAIMS automatically recalculates the GPA and class standing
after assigning or modifying weights for individual tests.

When you assign or modify weights for the tests in an in session
class, the system initiates two calculations:
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•  GPA for everyone except those who have previously been
individually dropped or graduated.

•  Class standings for everyone except those who have previously
been individually dropped.

HINT: Select the Set to Equal button until all tests have been
assigned to the class. If you postpone assigning weights to the
tests until you are sure all the appropriate tests have been
assigned to the class, you do not have to readjust the percentages
each time you assign or unassign a test.

1. From the Tests Assigned to Class selection list box (Figure 7-47),
click on Weight. The Assign Weight to Tests dialog box (Figure 7-
60) opens with a list of all tests assigned to the class.

•  If you wish to make all test values equal, refer to Step a.

•  If you wish to assign varied weights to the tests, refer to Step
b.

Figure 7-60. Assign Weight to Tests

a. To make all test weights equal, click on Set to Equal. The
test weights are set to zero for each entry, signifying all
tests are equally weighted.

b. To vary the test weights for each class, refer to Table 7-31 to
make the changes.

Table 7-31. Assign Weight to Tests
ITEM DESCRIPTION PARAMETERS/

FORMAT
Test ID Non-editable field displaying the identifier for each test in

the class.
Weight Double-click in this column beside the desired

Test ID. Enter a numeric value on the numeric
keypad and press [Enter] on your keyboard. Use
the arrow keys to proceed to the next weight
you need to change; double-click in the desired
field to select it. The total weight of every
test in the list must equal 100 percent.

Up to 3
digits to
the left; 2
to the right

2. Click on Save. If the weights do not total 100%, you receive a
message so informing you. Click on OK. Otherwise, MCAIMS returns
you to the Tests Assigned to Class dialog box.
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7.5.6.7 Lock

This command allows you to lock a test in order for the test to be
available for administering and scoring purposes. Locking a test, in
effect, creates a copy of the test (along with test items and test keys)
created at the course level and assigns it to the class. Locking a test
automatically locks all versions of that test. If additional versions of a
test are created before the test is locked, the system updates the test
versions assigned to the class.

If you want to access additional versions of a test created after a
test is locked, the test must be re-locked. However, if any version of a
test has been scored, you cannot re-lock the test until all test scores are
cleared. Re-locking a test will clear all challenged test items and
overwrite all test information, including test items and answer keys, with
new information. Note that PFTs are locked automatically.

HINT: Postpone locking a test until you are sure that all desired
versions of the test have been created. Once the test is locked,
any new versions will not be available until the test can be re-
locked. For a class in session, you cannot re-lock a test until
all test scores are cleared. For a pending class start, you can
re-lock a test even if test scores exist (for students who were
previously enrolled in the class). Those scores will remain and be
treated as a re-test, unless you clear the scores for those
students.

1. From the Tests Assigned to Class selection list box (Figure 7-47),
highlight the desired test.

2. Click on Lock. The message you receive is conditional.

a. If this is an original lock or a re-lock for a single test, you
receive a message providing information about this procedure.

(1) Click on Yes to continue. A message reconfirms your wish
to continue.

(2) Click on Yes. A meter bar depicts the locking process. A
message advises you when the lock is complete.

(3) Click on OK. The system returns you to the Tests Assigned
to Class dialog box.

b. If this is an original lock or a re-lock for a multipart test,
the Tests Assigned to Test dialog box (Figure 7-61) opens.

Figure 7-61. Tests Assigned to [Multipart] Test

(1) Refer to Table 7-32 for an explanation of the data items.
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Table 7-32. Tests Assigned to [Multipart] Test
ITEM DESCRIPTION

Test ID Non-editable field displaying the identifier for each test in
the class.

Test Type Non-editable field displaying the type of test for each test
in the class (e.g., Written, Scaled Credit).

Status Non-editable field displaying nothing if the test has not
been locked and the notation "Locked" if it has been locked.

Date
Locked

Non-editable field displaying nothing if the test has not
been locked and the date if the test has been locked.

(2) Highlight one component test at a time and click on Lock.
You receive a message providing information about this
procedure.

(3) Click on Yes to continue. A message reconfirms your wish
to continue.

(4) Click on Yes. A meter bar depicts the locking process. A
message advises you when the lock is complete.

(5) Click on OK. The system returns you to the Tests Assigned
to Test dialog box.

(6) After locking each component test, click on Done. The
system returns you to the Tests Assigned to Class dialog
box. The Lock Date field will still read N/A.

7.5.6.8 Print

This command allows you to print a student copy of a test, an instructor
copy (with the answer following each question), or just an answer key for
written tests. A test at the Class Level must be locked in order for you
to print it. At this level, the printed version is the test you administer
and is therefore no longer a draft. Note that if test items for a written
test have been challenged, the instructor's copy will be so annotated.

When you print a student copy of a test, you have two choices. You
may choose to preview/print the report or you may save it as a text file.
In either case, the heading on the first pages contains a line identifying
the version and code. The code corresponds to the version, which is
important when you score tests by scanning. That is, the code is a two-
digit number (01 through 99) corresponding to the version (e.g., a code of
01 means version A). This code allows multiple versions of a test to be
scanned and scored simultaneously.

When you print an instructor copy of a Scaled Credit or Mastery/Non-
Mastery test, you may now include either the learning objective for a
Performance Checklist or the learning objectives for each Performance Test
Item as appropriate to the test composition.

When you choose to print a test, only one occurrence of the Test ID
appears, even if alternate versions exist. The system automatically
displays any alternate version and allows you to choose which test
version(s) to print. Although you cannot print a PFT or subjective test,
you can print a PFT Preliminary Report, which is merely a class roster in
which you can record PFT results.

HINT: Do not administer the test until all desired versions of the
test are available. If you wish to use any new versions created
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after the test was locked, you must re-lock the test. You cannot
re-lock a test until all test scores are cleared.

1. From the Tests Assigned to Class selection list box (Figure 7-47),
highlight the desired test.

2. Click on Print. The system response depends on the type of test
you are printing.

a. If you selected a single test, the Print Test dialog box (Figure
7-62) opens.

Figure 7-62. Print Test

(1) Referring to Table 7-33, chick on the radio button beside
Student Copy or Instructor Copy and choose the additional
options if desired.

Table 7-33. Print Test
ITEM DESCRIPTION PARAMETERS/

FORMAT
Print Copy
Student
Copy

Check this radio button if you wish to print the student’s
version of the test.

Instructor
Copy

Check this radio button if you wish to print the
instructor’s version of the test, with answers included.

Answers
Only

Check this checkbox if you wish to print the test answer
sheet only.

Print all
header
information
on the text

Choose this default selection if you wish to include the
header information on every page of the test. Uncheck this
checkbox if you wish to limit the header information to only
the first page of the test. This option is useful if you
wish to use your test to create a Microsoft Word document
without the header information on every page.

(2) Click on Print. The Preview/Print Report dialog box
(Figure 7-63) opens.
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Figure 7-63. Preview/Print Report

(3) Referring to Table 7-34, complete the required
information.

Table 7-34. Preview/Print Report
ITEM DESCRIPTION PARAMETERS/

FORMAT
Preview/Print
Report

Check this radio button if you wish to preview or print
the report. Then proceed to step (4).

Save report
as a text
file

Check this radio button if you wish to save the report as
a text file.

Lines If you selected Save report as a text file,
enter the number of lines per page to be
used when saving the report(s).

Up to 2
digits; 40
is the
default

Name
(Untitled)

If you selected Save report as a text file,
enter the file name(s) to be used when
saving the report(s). You must complete
this field to save the record. Note that
the Browse button to the right is enabled.

Up to 30
alphanumeric
characters

(a) If you selected Save report as a text file, you may
click on Browse to view other text files titles
saved. The Save As dialog box opens.

(b) Click on Cancel to return to the Preview/Print dialog
box.

(4) Click on Continue.

(a) If you selected Preview/Print Report, the report
opens.

(b) If you selected Save report as a text file, the
system saves the file and returns you to the Tests
Assigned to Class selection list box.

b. If you selected a multipart test, the Tests Available for
Printing dialog box (Figure 7-64) opens.
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Figure 7-64. Tests Available for Printing

(1) Referring to Table 7-35, make the appropriate choices.

Table 7-35. Tests Available for Printing
ITEM DESCRIPTION

Print Select
All Parts Click this radio button if you wish to print all parts of

the selected multipart test.
Selected Parts Click this radio button if you wish to print selected

parts of the selected multipart test.
Test ID Non-editable field displaying each locked multipart test

available for printing.
Ver Non-editable field displaying the test version of each

locked multipart test available for printing.
Type Non-editable field displaying the test type of each

locked multipart test available for printing.
Print Format (Written Only)
Student Copy Click this radio button if you wish to print the student

copy of the test.
Instructor
Copy

Click this radio button if you wish to print the
instructor copy of the test.

Answers Only Click this checkbox if you wish to print the answer key.
You can make this choice only if the Instructor Copy is
selected.

Print all
header
information on
the text

Choose this default selection if you wish to include the
header information on every page of the test. Uncheck
this checkbox if you wish to limit the header information
to only the first page of the test. This option is
useful if you wish to use your test to create a Microsoft
Word document without the header information on every
page.

(2) Click on Continue. The Print Test ID dialog box (Figure
7-63) opens.

(3) Referring to Table 7-35, complete the required
information.

(4) Click on Continue.

(a) If you selected Preview/Print Report, the report
opens.

(b) If you selected Save report as a text file, the
system saves the file and returns you to the Tests
Assigned to Class selection list box.
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